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16 May 1950 


‘MEMORANDUM FORs DIRECTOR OF CENTRAL INTELLIGESCE 
FROKs Agsigtent Director, OCD 


SUBJECT: Additional hands sesded in GCP to deel with 
greatly increased flow of documents 


lL,» In Warch of this year the flow of documenta reached an all- 
time peak of 33,000 different items ~ most of which were received in 
multiple cectes, This repregente a 37% increase over the average 
monthly voluae of 24,000 in 1949, 


2, Bach of these docunents must be 1} logged in, 2) read by a 
disseminator in order that routing way be determined, 3) eaded for 
gubject and ares. covered, 4) indexed, 3) transported to the analysts 
concerned, 6) filed in te Library for Aiture use, 


3. The magnitude of the job has made it impossible for Liaison 
end Library to keep current in reguler working hours, and even with 
extensive overtime it hes been impossible to vrewant the development 
of backlogs. Our 7/0 for neasengere ani couriers is setisfsctory: 
our difffewlty on this seore ia that we are unable to keep the full 
atrength on the job, for no one likes this kind of work, Our T/O for 
Lisison and Library needs strengthening if we are to avoid serious 
delays and the kind of chace which results when papers begin to pile 
up at oriticel pointe in the cireult because there are not enough 
hands to keep them moving, 


4. Though the space limitation is serious, we could fit in a few 
more hends at the polnta which most need them, and I should lixe your 
euthorisatiogf to include them in the Budget on which we are now workings 


They are’ 
25xX1 [| G8~7 Junior Analysts, to be assigned to Analysis Branch 
ef Library. Their job ls to code and imiex the docu- 
mente, 
25X11 GS-4 Disceninator, to be assigned to Stete Deak of Liaison 25X11 


Division, Joh is to read and route incoming docunents, 
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25X1 GS% Control Clerk, to be assigned to Chief's office, 
Lisigon Division, Job is to log ond index requests, 
ecliestion directives, end materials received in 
response, The one person GS<5 now on this job 1s 
unable to keep pace with the volume. 


GGe3 File Clerks) Library. They must 1) file new documents, 

8-3 Typists 2) pull docusents out on request, 3) cull 
out older documents in order to keep files from growing 

‘ out of bounds, 4) tyoe charge-out slips and circulation 
records. 


GS-4 Pile tien To be assigned to Reference Branch of 


QSei Control Clerk) of Library, Job is to log documents in 
GS-3 Msil Clerk end out, end perform the physicel work of 
25X1 receiving the inflor, sorting documents out, end getting 
them inte the proper work channels, 


GSel, Dissem. cist "> be assigned to Central Records Brunch 


5, If the above additions are approved, the Liaison Division f 

25X1 will be raised OO Ie and the vill. go ees 25X11 

25X1 [_} Total OCD 1/6 will go up fror. 5X4 

6 The incresse in 1/0 for which I em usking ie far less than 

the 3% incresse in vorkload, but output por worker is improving &8 
we get settled dom, routines ere well establisned, and we have fewer 
drastic reorganizstione and eheke~ups. Sven with this increase we 
will probebly have backlogs and overtime to deal with this sumer. 


JAMES H, ANDREFS 
Approved © 


ALTA ANNI AI at EATER. 
Bisapproved 


(Copy to Management vla 
Executive if approved) 
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